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Sponsorship Guidelines and Processes

Sponsorships are contractually binding agreements between the University and a corporation or business entity (the
sponsor), whereby the sponsor gains commercial or marketable benefits through association with the University. In
exchange for these marketable benefits (logo placement, hyperlinks, direct marketing opportunities etc.), the University
receives products or cash. Services received by the University are not eligible. The University’s administration of
sponsorship activity is consistent with CASE guidelines. Sponsorships have been counted as part of the campaign
revenue since May 1, 2011.

Eligibility for Sponsorship

Sponsorship is intended to broadly support the University mission (events, activities, initiatives etc.), but may not be
associated with the direct funding of any academic programs, buildings or any academic teaching spaces. The
University reserves the right to decline inappropriate sponsorships.

Implications
e Academic classes may not be sponsored
o Degree granting or institutionally accredited teaching programs may not be sponsored
o Activities that are required as part of an academic program (this includes study trips where grades are
being awarded as part of the program of study) or field of study may not be sponsored
e Co-curricular activities, events and initiatives that enhance academic programs or the academic experience may
be sponsored
o Hospitality receptions may be sponsored during an academic conference
o Non-peer reviewed conferences and publicly accessible conferences may have sponsorship at the
discretion of the dean or academic head of a unit
o Co- curricular websites may be sponsored (this includes event specific websites)
o Sponsored websites may include hyperlinks
o Sponsorship may only be associated with the activity and not the University itself
e Academic teaching spaces or buildings may not be sponsored
o More specifically academic spaces and buildings are not to be considered for sponsorship naming
(however corporate donor recognition in the form of naming of an internal space may be granted using
a text mark but no brandmark or logo)
e Co-curricular (non-academic) spaces may be considered for sponsorship
o This must be approved under the direction of the provost, and must be consistent with the University’s
naming policy
o Naming sponsorships of this type must be term limited
o Multi use facilities (academic and non) may not have any permanent signage.

e Academic websites may not be sponsored (this refers to faculty or academic division websites)

e Peer review conferences or curriculum seminars may not be sponsored
e Tobacco manufacturers may not sponsor any University activity

e (Cannabis related companies may not sponsor any University activity

e Alcohol related companies may not sponsor any University activity

e Sponsorship activities may not actively endorse or promote a product that directly competes with any University
affinity program
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e The University reserves the right to refuse sponsorship from any organization that is directly or indirectly
inconsistent with the University’s values
e The value of a person’s or organization’s time or service is not considered a charitable contribution and is
therefore not eligible for counting as a gift-in-kind sponsorship
o ‘Services’ are defined as amenities, facilities, benefits or help provided by other people

Sponsorship Prospect Management and Approval Process

Sponsorship activity should be captured in the Prospect module on Arbor in adherence with the University’s Prospect
Management Guidelines.

Implications
e Sponsorship activity at the $10,000 level and above must be tracked and prospects assigned to Prospect
Managers and/or Prospect Plan Managers on Arbor
o All sponsorship contacts and proposals (positive and negative results) must be coded on Arbor
o Stewardship activities will be coded in a Stewardship Plan
o A copy of sponsorship agreements will be kept on Arbor (note that deliverables are contractually
binding)
e |naccordance with the existing Proposal Approval Guidelines:
o All sponsorships proposals at $10,000+ will be approved by the division’s Dean or Principal and the
Executive Director, Corporate and Foundation Relations
o Proposal text for all sponsorships at $10,000+ should be sent to the Manager, Corporate and Foundation
Relations Programs for review
o Sponsorship proposals at $100,000+ will also be approved by Assistant Vice President, University
Development or their designate
o Note: When necessary, the ED, CFR may consult with the AVP, University Development and other senior
Advancement officials on sponsorship proposals less than $100,000
e Once sponsorship has been confirmed, sponsorship agreements under $100,000 are signed divisionally;
agreements over $100,000 should be sent to the Director, Advancement Counsel for review/approval and to be
signed centrally

Sponsorship Recognition and Processing to Arbor

Sponsorships of $10,000+ ONLY will be recorded on Arbor for counting purposes. To be processed as follows:

e Sponsorship pledges under $100,000 are NOT recorded in Arbor; sponsorships of $10,000+ will be recorded as
one-time-only (OTO) payments ONLY once the sponsorship products or cash have been received by the
University (i.e. a pledge for $30,000/year for three years for a total of $90,000 will not be recorded as a pledge
for $90,000 but rather $30,000 will be recorded each year when the documentation is submitted to Donations
Management once the sponsorship has been received)

o Sponsorship pledges of $100,000+ will be reviewed by Counsel, Business Affairs and Advancement to be
recorded as appropriate

o Prospect Manager or Prospect Plan Manager will only be able to count the sponsorship amount under
$100,000 actually received vs. pledged in their annual fundraising totals

e Gift-in-kind (GIK) sponsorship pledges under $100,000 are NOT recorded in Arbor; GIK sponsorships of $10,000+
will be recorded as OTO payments once the GIK has physically been received by the University

o Multi-year GIK sponsorship pledges are also not recorded due to the fact that in many cases, they are
not seen through to fruition (they are recorded as OTO payments once the GIK has been received)
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Sponsorship money and documentation is collected by the faculty/division, deposited to the bank, and posted to
FIS into an operating or other account in accordance with current faculty/divisional procedures

A copy of the cheque, sponsorship agreement/supporting documentation and sponsorship form (sponsorship
deposit form for individual sponsorships $10,000+; an event sponsorship form for multiple small sponsorships
associated with one event totalling $10,000+; or a GIK sponsorship form) is forwarded to Donations
Management for posting to Arbor, FIS document numbers are required.

An “Arbor only” fund will be set up for each faculty/division by Donations Management; with each new
sponsorship opportunity, a new Arbor project will be created and linked to the Arbor only fund

o Based on the number of new sponsorship opportunities within a faculty/division, the result may be
multiple Arbor projects all linked to the one faculty/divisional Arbor only fund

o Please note: there is no correlation between the posting of the money in FIS by the faculty/division and
the Arbor only fund; all sponsorship processed by Donations Management will ONLY be posted to Arbor
— they will not be posted to FIS

If sponsorship agreement is for $100,000+ and sponsorship is recorded as a pledge, Donations Management will
create a schedule for balance of payments and appropriate pledge reminder attributed to pledge; onus is on
faculty/division to ensure follow up with the donor regarding the status of their next sponsorship payment

All sponsorship postings will be posted as campaign C19 and tagged with a Sponsorship Indicator Attribute
All sponsorship postings will have a general sponsorship source code
No tax receipts will be issued for sponsorships processed to Arbor

Sponsors may not be recognized as traditional “donors” — rather they must be recognized as “sponsors”
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